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The Office of tae Direetor iacluding the xecutive egistey is
sehedalead o move o Uouih milding spovaxisately the et of
ippid and the effice of e pifs will res#in in e scadad strailon
wallding. Toe prokies in to delerwits uetaer & seperete deglatay
suonld be sateblished for Wio hendling of ae /5 amile

yal I ELERTEG UF A% YHOBL B

The voluse of meil hendled by N Lxewative seglistry s #ourezie
mataly the seme for 1953 and 155 bat isevessed by T0.27 for tae
first 2} sontha of 1955, “es fnnex Co. 1,

The D/ mail egusled approximstely one-tifth of the work load
handled by *he fiwe Szesullve Geglstey slecin in 19%k.

rieteibation of well fron he ixseutive Feglotry losates in Scuth
suildeg to the DI/ offices tn tue dmindetesten aildisg weald
ceouive six soheduled round trips dally {tined 5 meet deliveries
vy e Sgengy comrler track) totslling moroxisstely w0 ROUrE.

%51l between “outh Bullding and e 1gptrd stratdon duilding esmmot
we carcied by Ve pesrengsyr rposently stationsd in “oeth sallosing
vsasase of Aot clansifiontion and sesurity roguirensnts,

the sstablishwent of & ssparate degistry for iae 1o/ would edimi-
sate e following duplicate nandling s

{1 1/ offices @alling e sxacutive decistey fopr the sselghe
ment o goulpel sasbers for ingomiig Band carisd currese
pondencs &nd DU/7 inltlated COrTREIONAMNSEC.

(2} ‘fhe logsing of Top . ecret ssterisl By the i/ effiees sad
the ixeoutive Lssisiry.
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sentizaed sayvlolng of 10F seil by lae J¥stative duglety
#5311 result in some dalsy io regeiwing sad dispetshing Sorrvae
sondence becsuss of tie additionsl routing wad gosrisr trip
vonulred.

G RE TR

it sppesrs et the best vall service cwuld be fursished the TU/0
offises by the sslablisheent of 3 separeito Seglatry which will
slimiaste the deleys reralting from routisg all sall trough the
sxecutive dsgisiry localed in snotber bailding. The =ain objections
to the scisilisbment of the secoad Seglatey 1z oo sossinde sddie
tionnl ¢tal? necempary %o GLerate.

A review of the work Isad in ihe Exeoutive -wpisterr Incitates Wat
spproximately onewfifth of he 1954 wolose reprersnta i vl
cipnme in additlon to the superviscr there sre five clerks nandling
the mail in e Imeculive iexistry, 1t soald sopear st ons of
tgse would Be trassferred o the effice of e /5 withent dise
ragting the work reatise sy spprecisbly sdding o Wie work load of
tng remsining cleovks, Cowever, the wori losd wes 2 highey Tup
the Tirwt 23 months in 1955 sad will provsbly continus o hit da
addf tlons) slark iuld be masipted,

Toe contimed cervicing of the DY of 7ioer from fhe Srxeguiive
lsgietry woald require six schediled sourler trins o inlling spprog-
{ontely tws honps per duy in order fo give the sawe service fare
pighed - ther offives of fhe Sgency. uls additiosal dlme oould w0t
te ahparbed Gy the teo gouriers now saslgned o the immeu tive iaglis-
try aad the pressat Job peguirssente zrohibii 1ie messenger
stationed in ocuth fullding from capryins olessilied saterisl
batwoen e builéings, Tre todth Selldisg meazanger could e ré-
plugesd by & ecurier whe oould bandle tHe adid tionsl delireries s
b/ effices, doweyer, if separate leglstrics ars astebllished,

cxees v Aeglstey scuriers wuld bave more tose bevauze seil fop

we /0 weuld be delivered directly by lie reguldr woariet servise.

sail for e /o oas be moat efficisatly ami cesnonleally haabled
by the sstsllishment of & sexsrste Naglstey. do sddi Bonal ziols
for slecks or courdaps nesd De sssigred beckuse of the en tahliake
sant of the b Segistries, Zowewsr, the fcoreised ixegulive
Repiatey wrk loed doee Jastily aa odéd tlonal position which could
pent be stilised by assismment to the B0 for lepistry work,
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imtsblieh & sesarate Geaistry for e D7/
iptsulish sae alot on e 1Y/ e

Chamge the classifigeiion 2f the DOSTERET wn :
Sgilding ¥ & courder poslition and urensl t@m‘,
ixesative legistry T/o. (informelly agreed Lo oy _
of ihe logistics uffios.) This cowrier to mike ‘OUMS SEAELEL
tates office piok ups and delivarles {inglading (N} a8 well
az sugh zpecial trips aw are MM‘

sy spoclal ecuvier rums the mnfn (ffice soald ceutisne e
iii the gouriers assizued %o thie xacutive Regielry, and the
apepeting offices of the poii0 A

cet up mall ooptrol jroosdures fur the i/ Jegistey &3 oute
iined in imhex Ho, &

Chiefy ‘eeords a«isg;mmﬁ_'L vigiza

FYNEXF g

Ye, 1 Exevative Zegistwy tetistics
Se, 2 D/: aaztetry Conmtrol Prosedere

AOTILE BY ATV B ATHOAL Ty

3 L
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(Signa‘turé)

(Title)

(Date)

MS/RMD/RSB/ TLS:ghk (30 Harch 1955)

0
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EXECU TIVE REGISTER STATISTICS

A, ¥all

1. The wolume of Exscutive itsgister cerrespondence control
rushers assigned yearly is as follows:

8, 1952 » 11,34Y4

b, 1953 « 1,631

c. 1958 = 14,210 |
d. Jen. 1, 1955 to Her. 13 = 3421 projected Dec. 55 = 17,100

2, The volume of ER numbers required for DO/S in 195L was 2770
or 19.5% of the total sssignments, .

3. An estimsted 10-20 phone celle per week are made from the DI/S
Office to the Executive Reglistery requesting ER mumbers for
initlated correspondence or hand-garried correspondence that
should be controlled,

Be Csbles

1. Approximately & cables 2 week are received for the DI/8 Office
and are logged by Executive Registry, (Cables sent to the
/5 fer signature, concurrence or other action.)

2, Information coples of csbles are received directly in the DD/S
Office snd are logged there, Approximately 30 & wesk are ro-
ceived,

C. T5 Material

1. Approximately 10 pleges of TS matarisl sre received by the iR
each week for the DD/3 Office.

2. 75 material is logged by Executive Registry and the UD/5 Office,
De. Gourlier Trips

1. Executive Registry ccuriers make approximately & mail trips
daily to the DD/S Office,

Annex No, 1
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2. Speoisl hand csrry requests by Executive Regletry
couriers:

s, Mapch 7 thru 11 e BS (21 were for DD/S office)

b, ¥arch 1 thru 18 = 85 (Record of 3 days only-8 were
for B‘ﬂ/ﬁ Of fice)

e, March 21 thru 25 e k9 (L were for DD/S Office)

E, Executive Registry staffing and number of employees 1% servicen,
25X1 1. 1952 « KR Staff -

{% g{ : — |QMQ& 5EX1
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_ patch the reply.

Prepare Form 20=1, a six-part snap out form,

TOCATOR FOR CORGSPONDENCE In DR THSm—=ti1e
covy #2 alphzbetically ty source, This file
cerves as a finding media for all incorirg
com-unications in process and i« destroyed
vhen action is completed,

IN AND OUT LOGe=—=Tile cory #3 by doie in the
"incorplete® file, VWhen action has beern conm=
pleted, withdr:w this copy and refile in the
rcompleted" file,

Attach copies 1, L, 5, and € to the communica=-
tion and forward to Staff Merber.

when it is nececcary tc refer the comrunication
to a secord Staff Member, note the referral on
Form 35-1, Detzch copy #L anc forward to the

DL/S Reristry where it is destroyed after the
srformation relative to the referral is tran-
scribed to copy #2.

In case of a second and third referrals detach
copies & and 6 and forward in same manner as
copy #L.

SOTRC™ TUDEX T0 FILFD CORK*SPCONLINCE---Receive
copy #1 with correspondence when all necessary
action has been taken, Classify the record copy
of the correspondence by subject and file, Dis=-
Place the file subject class=-
ification in the "Cross Reference" block on

cony #1 and file it alphabtetically by source to
serve as a {inding media for all correspondence
filed in the subject fileo
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DD GISTRY CONTROL PROCEDURE
DD/S 1st ' T UIA= - -
REGISTRY] REFERRAI] REFFRRAL

A, Prepare Form 35=l, 2 six-part snap out form.

B, ILOCATOR FOR CORRFSPONDENCE IM PROCEGS==-=File
copy #2 alphabetically by source. This file
serves as a finding media for all incoming
communications in process and 1s destroyed
when action is completed.

C, IN AND OUT LOGe-=File copy #3 by date in the
tincomplete” file. When action has been con-
pleted, withdraw this copy and refile in the
vcompleted" file.

D. Attach copies 1, L, 5, and 6 to the commnica=
tion and forward to Staff Member.

E. When it is necessary to refer the communication
to a second Staff Member, note the referral on
Form 35=l, Detach copy #h and forward to the
DD/S Registry where it is destroyed after the
information relative to the referral is tran-
scribed to copy #2.

F, In case of a second and third referrals detach

_______ X copies 5 and 6 and forward in same manner as
copy #L.

Ge SOURCE INDEX TO FILED CORRFSPONDINCE--=Receive
copy #1 with correspondence when all necessary
action has been taken, Classify the record copy
of the correspondence by subject and file, Dige
patch the reply. Flace the file subject class=
ification in the "Cross Reference™ block on
copy #1 and file it alphabetically by source to
serve as a finding media for all correspondence
filed in the subject file,
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